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 PROCEDURE FOR FILING REQUEST FOR 
 APPROVAL OF A SPECIAL USE PERMIT 
 
PETITION 
A petition must be obtained from the secretary of the Plan Commission, filled out completely and signed by the 
petitioner(s).  A copy of the deed must accompany the petition. 
 
FILING FEE 
Except in those cases where the Special Permit is requested by the City, a fee of $200 shall be paid to the City at the 
time the petition is filed to defray the costs of publishing and posting notice of the proposed Special Permit and the 
costs of maintaining a record of the public hearing.  Such fee shall be paid to the secretary of the Plan Commission. 
 
PLAT OR SKETCHES 
Ten (10) copies of the plat or sketch must accompany the petition.   Failure to comply may result in the petition 
being postponed until the next meeting date. The plat or sketch shall show, but not limited to: 
 
a)  The up-to-date zoning. 
b)   Property owners names shown. 
c)   Legal dimensions on all lots. 
d)  The existing structures and uses on all properties. 
e)  The location of the proposed special use permit. 
f)   Plan of the lighting system, existing or proposed. 
g)  Type, size, height and location of all on premises signs, existing or proposed. 
h)  Landscape planting plan, existing or proposed. 
i)   Off-street parking spaces, driveways and direction of traffic flow. 
j)   Fence or wall, existing or proposed; the location, height and type of  fence or wall.  
k)  Water retention system, as, required, existing or proposed. 
 
The plat or sketch shall be drawn to an appropriate recognized scale with a north point, date and name of person 
drawing the plat.  The plat can be drawn from an existing plat or plats.  Said plat must show properties within 250 feet 
in each direction of the lot lines of the subject property. 
 
NOTICE TO PROPERTY OWNERS 
The applicant shall not less than 15 days before the date of the public hearing, serve written notice, either in person 
or by registered or certified mail, return receipt requested, on at least one owner of each property within 250 feet in 
each direction of the lot line of the subject property, unless waived by the Plan Commission or City Council.  
Ownership shall be based solely on the tax records of Adams County.  The number of feet occupied by all public 
roads, streets, alleys and other public ways shall be excluded in computing the 250 foot requirement; provided further 
that in no event shall this requirement exceed 400 feet, including public streets, alleys and other public ways. Said 
notice shall contain the date and location of the public hearing, the address of the subject property for which the 
amendment is requested, a brief statement of the use for which the amendment is being requested and shall state 
that every person in attendance at the hearing shall have an opportunity to be heard, that every “Interested Party” (as 
defined under Article I of Chapter 29 of the Municipal Code) shall have the right to cross-examine others at the 
hearing, provided that such “Interested Party” enters his or her appearance with the Department of Planning and 
Development no later than three (3) business days before the date of the public hearing.   If after a bona fide effort to 
determine such address by the applicant, the owner of the property on which notice is served cannot be found at his 
or her last known address, or mailed notice is returned because the owner cannot be found at the last known address, 
the notice requirement of these provision shall be deemed satisfied.  Proof of giving notice hereof by an Affidavit of 
Notice Served shall be filed with the secretary of the Plan Commission.  Failure to comply with the provisions of this 
section may result in the petition being postponed until the next meeting date. 
 
NOTICE OF HEARING 
The Plan Commission shall cause to be published a public notice of the hearing on each proposed Special Permit at 
least once, not less than 15 days nor more than 30 days before such hearing, in a newspaper published within the city 
of Quincy.  In addition to providing public notice by publication, the Department shall post a sign at the subject 
property advising the public of the requested action; such sign shall be posted not less than 15 days prior to the public 
hearing.   One week prior to the hearing, the petition will be included on the meeting agenda. At the same time a copy 
of the agenda and staff review will be sent to the petitioner. 
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ATTENDANCE 
It is required that the petitioner or a representative be present at the hearing to provide testimony and other evidence 
in favor of the petition and to be cross examined by the commissioners and any Interested Parties (as defined under 
Article 1 of Chapter 29 of the Municipal Code)   
 
RECOMMENDATION 
Following the public hearing and review of the plat and supporting data, the Plan Commission shall within 60 days 
recommend approval, modification, or disapproval and the reasons therefore, to the City Council.  The Council after 
receipt of the recommendation shall within 60 days approve, disapprove or modify the request.  In case of approval, 
the secretary of the Plan Commission will issue the Special Permit.  
 
 * * * * * * * * * * 
 
THE PETITION MUST BE FILED AT LEAST 22 DAYS BEFORE THE PLAN COMMISSION MEETING.  
THE COMMISSION MEETS THE SECOND TUESDAY OF EACH MONTH. 

 
The petition and supporting documents along with the filing fee must be returned prior to 4:30 p.m. on __________. 
 
The Plan Commission will hold the Public Hearing at 7 p.m. on ___________ in the City Council Chambers, first floor, 
City Hall, 730 Maine Street.                                         
 

* * * * * * * * * * 
 
PRESENTATION OF EVIDENCE AT THE PUBLIC HEARING 
a. Presentation of the report and recommendation by the City’s Department of Planning and Development. 
b. The Chair shall state that all parties offering testimony are to understand that they are testifying under oath. 
c. Identification of Petitioner 
d. Submittal of proof of notice (Affidavit of notice served.) 
e. Testimony and other evidence by the Petitioner, other Interested Parties, and any persons in attendance in favor of 
the Petition. 
f. Cross-examination of Petitioner or Petitioner’s witnesses and other evidence is to be accomplished right after each 
person speaks by the Planning Commission and also by any Interested Parties opposed to the petition. 
g. Testimony and other evidence by Interested Parties opposed to the Petition. 
h. Cross examination of Interested Parties or Interested Parties’ witnesses and other evidence is to be accomplished 
right after each person speaks by the Planning Commission and also by the Petitioner and any Interested Parties in 
favor of the petition. 
i. In some cases, re-examination may be allowed. 
j. Summary/Closing by Petitioner. 
k. Summary/Closing by Interested Parties opposed to petition. 
l. Rebuttal/Closing by Petitioner 
m. Rebuttal/Closing by Interested Parties opposed to the petition. 
  

 
Interested Party:   (Defined in Article 1 of Chapter 29 of the Municipal Code)  The record owner, or the 
representative thereof, of each property within 250’ in each direction of the boundary line of the property subject to the 
requested zoning action.  The number of feet occupied by all public roads, street, alleys or other public ways shall be 
excluded in computing the 250’ requirement; provided further that in no event shall this requirement exceed 400’, 
including public streets, alleys and other public ways. 
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 Date:_______________ 
 Fee Pd._____________ 
 
  
 PETITION FOR A SPECIAL USE PERMIT 
 
 
TO: Honorable Mayor and City Council 
       City Hall 
       Quincy, Illinois 
 
Gentlemen: 
 

The undersigned, requests your consideration for a SPECIAL USE PERMIT at 
 
_________________________________________________________ Quincy, Illinois 
                                                   (address) 
 
Presently zoned:________ 
 
Legal description:                                                       Property I.D. #_________ 
(A copy of the deed must accompany the petition) 
 
 
 
 
 
 
 
 
 
 
The use intended for this parcel, if the SPECIAL USE PERMIT is granted, is: 
_____________________________________________________________________ 
      
                                                         Respectfully submitted 
Name of Petitioner(s)__________________ 
Address:____________________________  ______________________________________ 

Telephone No.________________________                    
                                                                                            ______________________________________ 

                     Petitioner(s)   
                                                                                              
Accompanying this petition is the $200.00 filing fee.  
 
*If the petitioner is not the owner, a copy of the option to purchase must be attached herewith. 
 
 * * * * * * * * * * 
THE PETITION MUST BE FILED AT LEAST 22 DAYS BEFORE THE PLAN COMMISSION MEETING.  
THE COMMISSION MEETS THE SECOND TUESDAY OF EACH MONTH. 
 
                                                                                                                                             1-04 
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AFFIDAVIT OF NOTICE SERVED 
 
 
I,                                                           , do hereby certify that written notice has been given to the following persons 
relative to the application for a SPECIAL PERMIT on the property known as 
_______________________________________________________________________________________ 
                                                                                      Address 
 
(Copy of the written notice is attached herewith)  
       
Name of person served with notice                           Address                                          Date and How served             
                                                                        
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If additional space is needed, please attach a separate sheet) 
 
Subscribed and sworn by me this _____ day of __________________________200 
 
                                                     __________________________________________________________ 
                                                                                                                Name 
 
                                                    ___________________________________________________________   
                                             Address         
 


